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Audience, Overview and Topics

Audience

The intended audience for the Capturing and Managing Checks Online Participant User Guide
includes:

o Check Capture Operator
e Check Capture Lead Operator

e Check Capture Supervisor

Overview
Welcome to Capturing and Managing Checks Online. In this chapter, you will learn:
e The purpose of capturing and managing checks online
e How to capture a check online
¢ How to manage failed image quality
¢ How to resolve a duplicate check
e How to void a check
¢ How to override a Master Verification Record (MVD) Record
e How to perform batch control and batch balancing
¢ How to view and print a batch list / item
e How to activate/deactivate a batch
e How to close a batch
e How to approve a batch

¢ How to print a receipt
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Topics
This chapter is organized by the following topics:
1. Purpose of Capturing and Managing Checks Online
Capture a Check Online
Manage Failed Image Quality

Resolve a Duplicate Check

2

3

4

5. Void a Check
6. Override a Master Verification Record (MVD) record
7. Perform Batch Control and Batch Balancing

8. View and Print a Batch List / Item

9. Activate/ Deactivate a Batch

10. Close and Batch

11. Approve a Batch

12. Print a receipt

Version 1.0/October 2010 Check Capture and Check Processing 2
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Topic 1. Purpose of Capturing and Managing Checks

Online

The Check Processing functionality is primarily used to capture images of a check along with
transaction data. There are two components under this tab within OTCnet. They include the
Scan Check and Batch Management functionality. Once the images and data are collected
under Scan Check, a user may access Batch Management to perform certain tasks prior to
forwarding the batch for settlement.

During check scanning, you may opt to use the Batch Control functionality which allows you to
balance your batch. If this option is configured to be optional or mandatory for your agency, the
Batch Control page appears during the processing of the check.

If you are assigned the role of Check Capture Operator (CCO) or Check Capture Lead
Operator (CCLO), you are the only authorized users who can capture a check.

As a Check Capture Operator, you can scan checks into a batch, change Processing Method
(Customer Present/ Customer Not Present), change Item Type (Personal / Non-Personal
checks), close batch, and view a batch list.

As a Check Capture Lead Operator, you can do the above, as well as balance a batch and
enter batch control values (total check count and total amount). However, a Check Capture
Lead Operator cannot authorize duplicates, make MICR codeline corrections, or accept checks
with poor quality with approval without Check Capture Supervisor (CCS) approval (see Table 1
below for details).

Table 1. Check Capture/Processing and Batch Permission Matrix

Task Check Capture Check Capture Check Capture
Operator (CCO) Lead Operator Supervisor
(CCLO) (CCS)
Scan checks into a batch [ o
Change Processing Method {Customer Present @ @
I Customer Not Present/ Back Office)
Change Item Type (Personal/ Non-Personal [ o
checks)
Make MICR codeline corrections [ ]
Accept checks with poor image quality o
View a batch list o [ ] [ ]
Balance check amounts o o
Enter batch control values during batch o [
closing
Close a batch [ o o
Approve a batch o
Edit a batch [ ] [ ]
Activatel Deactivate a batch @
Void a check o
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Topic 2. Capture a Check Online

Introduction to Capturing a Check

As a Check Capture Operator or Check Capture Lead Operator, you can capture a check in
two modes, single or batch check mode. Once a Check Capture Administrator sets up your
Terminal Configuration settings, which will allow you to scan a check in Single or Batch
check mode. There are many other settings that your Check Capture Administer may have
also instituted for your location. Many of which will be visible as you begin the check scanning
process, as we will review in this Topic for Capture a Check Online.

Logical Processing Order for Scanning a Check

When creating a batch it is important that the proper steps be taken to ensure that the batch
reaches our system. Below is an outline of the logistic steps involved in creating a batch:

Batch Control — This function may or may not appear, based on the computer’'s
configuration settings. If used, key in total dollar amount of checks and the total number
of checks to be scanned. This function can be setup in the configuration as disabled,
optional, or mandatory by the Check Capture Administrator. If this option is disabled,
the Batch control screen does not appear. If optional, the Batch control screen can be
skipped.

If mandatory at Batch Create or Batch Close only, the user must enter the Batch Control
values. However, if a user selects to set Batch Control value at both Batch Create and
Batch Close, then it can only be deferred at the beginning of the batch. Batch control is
required prior to closing a batch in this case.

Scan the check (or checks if processing in batch mode).
Key in amount and configurable field data for each check.

Cancel transactions while performing data entry, used only if necessary, i.e., image
of the check is not legible.

Print the receipt — Just after the item information is keyed into the data entry screen,
press ‘Enter’, then click the Receipt button to print a receipt of the item or items.

Void items — Used to delete invalid items only if necessary, prior to closing a batch if a
Check Capture Supervisor is available to authorize the void. Once data entry has been
performed and the Enter key is pressed on a user’s keyboard, the item can no longer be
cancelled and must be voided.

Print the Batch list — A printout of the batch listing must be done prior to closing a
batch.

Pre-balance — Use the batch list that was just printed to reconcile all activity for this
batch of work. If reconciling with cash drawers, count and reconcile to ensure activity is
accurate.

Version 1.0/October 2010 Check Capture and Check Processing 4
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Batch Balancing — This screen only appears if the totals that are keyed into the Batch
Control screen do not match with what was actually keyed into the data entry screen, or
if the number of checks scanned does not match the number keyed into the Batch
Control screen.

Close - Closes the batch from further checks and prepared the batch for processing.

Approve - Indicates that the batch is ready for the settlement process. Once the batch is
approved, it is then sent to Debit Gateway to initiate the settlement process. The batch
status then becomes Forwarded.

An Agency may have multiple OTC Endpoints to process checks for. Each OTC Endpoint is
unique and batches can include items for multiple OTC Endpoints, however during the
configuration set up, one OTC Endpoint is chosen to be the default. The default OTC
Endpoint appears each time the Check Capture Operator or Check Capture Lead Operator
begins the scanning process. However, they may select an alternate OTC Endpoint before
scanning begins.

Types of Acceptable and Unacceptable Checks
Checks that CAN be processed through OTCnet’s Check Processing Functionality

All of the items listed below can be processed through OTCnet’s Check Processing
Functionality.

These following check items should be processed as Non-personal:

US Treasury Checks

Traveler's Checks

Money Orders (including Postal Money Orders)
Third-party Checks (even if drawn on a personal account)
State and Local Government Checks

Credit card Checks

'Do not ACH' Checks

Official Checks

Business Checks

Cashier’s Checks

Other US Government Checks

Payroll Checks

Note: If a customer chooses to ‘opt out’ and does not want their checks to be processed via
ACH, that customer’s personal check should be processed as a non-personal item. This will
allow the check to clear their financial institution as a Check 21 item.
The following item(s) should be processed as Personal check Items:

= Personal/Consumer Checks

5 Check Capture and Check Processing Version 1.0/October 2010
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List of Items that CANNOT be Processed through OTCnet’s Check Processing
Functionality

The following ineligible item(s) cannot be processed using OTCnet’'s Check Processing
functionality and may need to be processed through the Deposit Processing tab within OTCnet
instead:

= Foreign items drawn on non-US Financial Institutions
= Check payable in non-US currency

Note: Apply any necessary stamps in a location that does not interfere with the dollar amount,
financial institution information, or the signature. Since these items are not deposited at your
bank, there is no need to stamp “For Deposit Only” on the back of the check. FRB-Cleveland
becomes the bank of first deposit for all OTCnet’s Check Processing items scanned and
forwarded for settlement.

Processing Modes

Single vs. Batch Processing Mode

Agencies can choose to process their checks in one of two processing modes. The Single
check mode allows checks to be processed one at a time, and Batch processing mode allows
for batches of checks to be scanned prior to data entry. The Batch mode processing only works
with the EC7000i scanners and the Panini scanners.

When scanning in Batch Processing Mode, ensure that the entire check image is visible on
the screen and the dollar amount must be legible (a check may successfully scan even though
the item was folded going into the device). If the image is not legible, click Cancel under
Scanner Controls and re-scan the check.

A best practice approach while scanning in Batch mode, is to scan a smaller quantity of items.
For example, instead of scanning 150 items, scan 75. Then perform the data input. Scan the
second group of 75 and perform the data input. Using the keyboard after the 75 items are
scanned may eliminate the system inactivity logout during batch processing. Because the
keyboard and mouse are typically not touched during the scanning process, the system
interprets this as inactivity and an auto logout takes place. To avoid this situation, move the
mouse every so often to simulate system activity during the scanning process. The default
setting is 15 minutes so the operator should move the mouse every 10 minutes or so to keep
the system active.

Note: The maximum number of items that should be included in one batch is 6,000 items, and
the maximum dollar amount per batch is $9,999,999,999.99. The max number of items is also
limited by the TIFF file.

All processing method types can exist within a batch, although usually Back Office processing
types would be processed independently of other types. Not all agencies utilize all modes.
Furthermore, a site may choose not to use all modes everyday, due to fluctuation in check
volume.

Version 1.0/October 2010 Check Capture and Check Processing 6
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Processing Methods

Operators are able to choose the Processing Method to which they would like to scan checks.
This option indicates the mode of operation. They include Customer Present, Customer Not
Present, or Back Office.

The Customer Present method is used when the person is present, i.e., standing in front the
operator with their check. The Customer Not Present method is used when the writer of the
check is not present, i.e. when checks are received through the mail or unmanned dropbox.

The Back Office processing method allows Agencies to convert payments received at the
point-of-sale locations to ACH entries in a controlled, back-office environment.

The default is to allow all Processing Methods and Item Types but restrictions can be setup to
allow only the Back Office processing method or Non-personal items only. Operators need to
make certain that they are selecting the proper choices for each item to avoid returned
payments from the check writer’s financial institution.

Before scanning, checks should be pre-sorted by Customer present, Customer Not Present,
and Back Office prior to scanning. All processing method types can exist within a batch,
although usually back offices processing types would be processed independently of other
types. Not all agencies utilize all methods. Furthermore, your site may choose not to use all
methods everyday, due to fluctuation in check volume scanning a check.

ltem Types

Before or after the check is scanned in Single mode, the user must choose the Item Type. For
Batch mode scanning, a user cannot manually select Personal or Non Personal, the system
will use the default (previously established in the configurations). During the scanning process, if
the system detects an ltem Type other than the established default, it will prompt the user for
confirmation.

The choices are Personal or Non Personal. This indicates the type of item to be processed.
When the operator clicks Personal, the Agency Form data entry screen displays, Check:
Personal.

If the operator clicks Non Personal, the Agency Form data entry screen displays, Check: Non
Personal. OTCnet can process both personal and non personal checks within a batch. The
operator needs to make certain that they are selecting the proper choices for each item. Presort
all items into two groups (Personal and Non Personal) prior to scanning to avoid the pop-up
message indicating that it detected a different item type for the check. While most business
checks are typically larger in size, business checks can look the same as personal checks.

Using OTCnet’s Terminal Configuration functionality, authorized users can limit the Iltem Type
to Non Personal only. When Non Personal Only is chosen under Terminal Configuration, the
Item Type Personal is no longer available for the operator to choose from the drop-down
options. This can be set up for Agencies who never process personal checks. For more
information, please reach to your Check Capture Administrator or the Configuring Check
Capture Participant User Guide.
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Check Scanner Types and Check Placement

You Agency may scan checks using one of four scanner types (see Table 2 below). Some
scanners are designed to scan only in Batch mode, whereas others may only scan in Single
mode. However, there are two scanner types that can scan checks in both modes.

Table 2. Scanner Types

ECTOO00 Thiz =canner will automaticalty =can both =ides of a check and can
=can in gingle or batch method (two or more checks in a batch)

ECE000i Thiz =canner will prompt you to =can the back =side of a check and
=canz onby in gingle methed

EC 50000 Thiz =canner will prompt vou to =can both sides of a check and can
scan only in gingle method

Panini My\Vision X Thiz =canner will automatically =2can both =idez of a check and can
=can only in batch methed (one or more checks at a time)

EC5000i Scanner

Place the check in the left slot, with the MICR line of the check aligned on the bottom. The front
of the check should face right (as shown in Figure 1 below).

Figure 1. EC5000i

EC6000i and EC7000i Scanner

Place the check in the scanner with the MICR line of the check aligned with the right side of the
scanner (shown in Figure 2 below). Gently push the check forward to allow the scanner to grasp
the check. Guide the left side of the check with your finger to prevent the document from being
skewed. The scanner automatically pulls the check through to begin the scan.

Version 1.0/October 2010 Check Capture and Check Processing 8
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Figure 2. EC6000i and EC7000i

Note: With the EC7000i scanner, both the front and the back of the check are scanned
automatically. For additional scanning information or troubleshooting using an EC6000i /
EC7000i scanners, reference Troubleshooting or RDM Participant User Guides. For more
detailed information regarding the scanner, such as scanner ports, scanning checks, cleaning
the scanner, etc., refer to the RDM scanner chapter(s)

Panini Scanner

A user needs to ensure that the check or checks are already in the hopper of the scanner, front
of the checks facing (as shown in Figure 3 below). The first green light on the scanner begins to
flash (if applicable).

Once the hopper is empty, the Hopper Empty message appears, the user can add more checks
to the hopper then click Yes to continue adding items to the batch. Or click No if there are no
more checks to scan. When No is clicked, the system switches to the data entry phase and the
first check that was scanned appears on the screen.

Figure 3. Panini Scanner

Note: Use caution when clicking the Stop button during batch mode processing. Pressing too
quickly (before the scanner has a chance to catch up to the system) may cause the loss of the
last transaction.

For additional information regarding scanners, keypads or franking, you can access any of the
Participant User Guide Chapters below:
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o Chapter 9. Troubleshooting (for scanner/ imaging issues)
¢ Chapter 11. RDM Scanner Appendix
e Chapter 12. Panini Scanner Appendix

Check Capture Acceptance

Once a user has successfully logged in to OTCnet, selected the appropriate OTC Endpoint to

scan a batch to, chosen the correct processing method and Item Type, the next step is to scan

the check.

Click the Start Scan under Scan Controls options (scanner light may turn green depending on

the type of scanner you have indicating that the scanner is ready to accept a check). Scan the
check and click Save under Scan Controls options (see Figures 4- 11 below). The bottom of
the Agency Form entry screen displays Scan front of Check.

Note: A Batch Control screen may appear, based on the Agency’s configuration settings.

Steps for Scanning a Check Online
1. Click the Check Processing tab. Click Check Scan (see Figure 4 below).

Figure 4. Check Processing> Check Scan

I CheckProcesing | naminiraion

Batch Management Check Scan

2. The Check Scan-Select Open Batch page appears. Click Next after you make your
selections below (see Figure 5 below).

Under Select Open Batch,
e Click Select for the OTCnet Endpoint for which you want to scan a check(s)

If a batch is in use and another user attempts to access the same batch, a Batch Lock
message appears stating the batch is in use and he/she cannot access the batch.

During the scanning process, if an operator only has access to scan against a single
OTC Endpoint, then the system will not prompt the user to select a OTC Endpoint.

Version 1.0/October 2010 Check Capture and Check Processing
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Figure 5. Click Scan- Select Batch Page

Check Scan
Chock Scan - Select Batch
Select Open Batch
Select  OTC Endpoint ALC+2 Open Batch 1D :“:’m Approw e amount
® GT TITTTITNE] Mew Batch
c SreelLEndZ 9999999505 New Batch
e Reglon2FR3 0000010712 G5048530-0083-4521-9851 0 (-] 0.00
27¢384806007
c LFuncYesti 4567850111 New Batch
c Tem2 1234567859 New Batch
c Grs 0000879 XXX $4562110-30F4-40ab-947¢ 5 [ 96685.67
baSSIcibolIe
c SPIIIIIN2 9999999902 29568c20-2d04-410a-D600- 2 1 100.00
aaefnle01949
c SFFSIITIL 9999999901 New Batch
c Test3 3432123456 New Batch
c w 0000001040 Mew Batch
c Ssu 99999999572 New Batch
c SB76543210 9876343210 New Batch
c L3FRE STLs 0000107125 New Batch
c S888858502 8858588802 New Batch
c S888888803 8338333303 New Batch
=

3. The Check Scan page appears. Perform the following tasks below (refer to Figure 6
below) then insert the check in the scanner:

Under ALC+2 (Agency Location Code +2),
o Verify the OTC Endpoint. If you need to change the OTC Endpoint, click Previous
and return to Step 2

Under Processing Method,
e Select the Customer Present, Customer Not Present, or Back Office

Processing Method indicates how the check data is entered. There are three
Processing Methods:

= Customer Present-Customer has presented a check in person i.e. standing in front
the operator with their check.

= Customer Not Present-Customer has dropped off the check and is not available i.e.
has submitted the check via mail or unmanned dropbox.

= Back Office-Customer presented a check in person and the check is being scanned
in a controlled back-office environment

11
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Under Item Type,

Figure 6. Verify Scanning Options

Processing Mode
SINGLE CHECK MODE

Batch
Total tern Count: 0

Key ltem Count:

OTC Endpoint:

Short name:
G

Description:
GT

ALC + 2:
TTTTTTTILEY

Processing Method:

I Customer Present j
ltem Type:
IF'ersunaI j

e Select the Personal or Non-personal

Item Type indicates whether the check presented is a personal or non-personal check.
This determines whether the check is handled through Check 21 (non-personal) or
FedACH (personal). See Figure 7 below for more details.

Iltem Types are defined as follows:

= Personal -Name on the check is an individual’s name, not acting as an organization

= Non- Personal - Name on the check is an organization, or the check is a money
order, traveler’s check, or third-party check

Figure 7. FedACH and Check 21 Item Types

FedACH

e Direct Deposit of payroll, Social
Security and other government
benefits, and tax refunds

e Direct Payment of consumer
bills such as mortgages, loans,
utility bills and insurance
premiums

Check 21

Business Checks
Money Orders
Treasury Checks
Credit Card Checks
Traveler's Checks
Cashier’s Checks
Official Checks

Version 1.0/October 2010

Check Capture and Check Processing 12



OTCnet Participant User Guide — Capturing and Managing Checks Online

Financial Management Service

e Business-to-business payments e Third-party Checks
e E checks e Payroll Checks
e E commerce payments e Checks drawn on state or
e Federal, state and local tax local government
payments e Personal Check (No Notice)

e Personal Check (Opt Out

Under Scan Controls (see Table 3 for definitions),

Click Start Scan, when ready to scan a check

If you use an EC7000i to scan checks in Batch method, a READY FOR BATCH SCAN
Waiting for check dialog box appears. Insert the check, the dialog box shows the item
count after each scan(see Figure 8 below). The back of the check is displayed
momentarily then the image of the next check that was scanned appears.

Figure 8. Waiting for Check Image

READY FOR SINGLE CHECK SCAN
Waiting for check.

Cancel

If you use a Panini MyVision X to scan checks in Batch method, a READY FOR
BATCH SCAN Waiting for check dialog box appears, after clicking Start Scan. Insert the
checks in the hopper. The dialog box shows the item count after each scan. When the
hopper is empty or when you finish scanning, click Stop.

Table 3. Scan Controls Menu

Cancel Cancels the transaction. Mo data will be saved
Receipt Access a receipt for review or printing. This only
available once the initial check is scanned
Clear Form Clears the data entered
Save Saves the transaction

configuration information

Scanner Config |Provides scanner, print and processing method

Under Scanned Check Image, optional

Click < to view the front of the check

Click > to view the back of the check

Click - to reduce the image of the check

Click + to increase the image of the check

Click Left Rotate to turn the image to the left
Click Right Rotate to turn the image to the right
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You can manipulate the image of the checks you capture, but using the options under

Scanned Check Image, below are images of how the checks will look when rotated are

shown in Figure 9 below).

Figure 9. Scanner Check Image (Sample Images)
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4. Under Agency Form Data, enter the check data in the field(s) provided and click Save
(see Figure 10 below). After saving the data, a message appears stating the transaction
was successfully saved along with the Individual Record Number (IRN) and check

amount.

e Enter the Amount, required

Note: Only numbers need input. For example, entering in 1290 would equal $12.90, and

56321 would be equal to $563.21. The maximum dollar amount that can be keyed into

the data entry screen is 99,999,999.99. The minimum amount is .01.

The Agency Form Data form is customizable and can include fields beyond the

Amount field (e.g. Social Security Number). If your agency has additional fields, they

display under the Amount field. Your Agency may deem the field(s) either mandatory or

optional for you to complete an entry (see Figure 10 below). If you Agency requires

additional fields, contact your Deployment Specialist at 703-377-5586 or

fms.otcdeployment@citi.com.

Note: Since the configuration field requirements are established by each Agency,

minimum/maximum requirements may exist for certain fields. If the operator does not
satisfy those minimum/maximum field requirements, an error message is displayed in

the middle of the screen and corrections must be made to the field before the transaction

is accepted.

Version 1.0/October 2010
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Figure 10: Agency Form Data Entry Fields
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Recapture an image of a check if it inserted upside down; appears skewed; or the image
is illegible. Click Cancel and reinsert the check in the scanner. Then click Start Scan

and re-enter the necessary data.

Upon scanning the check and using enter on your keyboard to finalize, you will notice
that the IRN, Bank Number, Check Number, Account Number, Date & Time fields
automatically populates located in the frame of the Agency Form Data). For details

regarding your scanner configurations, click on Scanner Config, under Scan Controls

(see Figure 11 below).

Figure 11. Scanner Config Menu Option
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Ly Save .
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Primer Configuiation CutePDF Writer
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& Scanning a Check Online

To capture a check, complete the following steps:
1. Click the Check Processing tab.
2. Click Check Scan. The Check Scan-Select Open Batch page appears.

Under Select Open Batch,
o Click Select for the OTCnet Endpoint for which you want to scan a check(s)

®Application Tip

If a batch is in use and another user attempts to access the same batch, a
Batch Lock message appears stating the batch is in use and he/she cannot
access the batch.

®Application Tip

During the scanning process, if an operator only has access to scan
against a single OTC Endpoint, then the system will not prompt the user
to select an OTC Endpoint.

3. Click Next. The Check Scan page appears.

Under ALC+2 (Agency Location Code +2),
e Verify the OTC Endpoint. If you need to change the OTC Endpoint, click Previous
and return to Step 2

Under Processing Method,
e Select the Customer Present, Customer Not Present, or Back Office

Under Item Type,
e Select the Personal or Non-personal

Version 1.0/October 2010 Check Capture and Check Processing 16
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®Application Tip

Processing Method indicates how the check data is entered. You
can process checks one of three ways:

Customer Not Present method: indicates that a Customer has
dropped
off the check and is not available.

Customer Present method: indicates that a Customer has
presented a check in person and is standing at counter.

Back Office method: indicates that a Customer presented a
check in person and the check is being scanned in a controlled
back-office environment.

@Application Tip

The Item Type indicates whether the check presented is a personal or
business check. This determines whether the check is handled through
Check 21 {(non-personal) or FedACH (personal).

Personal method: indicates that the name on check is an individual's
name, not acting as an organization

Non-personal method: indicates that the name on check is an
organization, or the check is a money order, traveler's check, or
third-party check

Examples of FedACH and Check 21 ltem Types are listed below.

FedACH Check 21

Direct Deposit of payroll, Social » Business Checks
Secunty and other government ¢+ Money Orders
benefits, and tax refunds « Treasury Checks
Direct Payment of consumer « Credit Card Checks
bills such as mortgages, loans, ¢ Travelers Checks
utility bills and insurance s« Cashier's Checks
Ll _ + Official Checks
Business-to-business payments e Third-party Checks
E checks » Payroll Checks

E commerce payments » Checks drawn on state or
Federal, state and local tax local govemnment
payments
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Under Scan Controls,
e Click Start Scan, when ready to scan a check
e Insert the check in the scanner

®Application Tip

Scanner types include:

e EC7000i: This scanner will automatically scan both sides of a check
and can scan in single or batch method (one or more checks in a batch).

e EC6000i: This scanner will prompt you to scan the back side of a
check and scans only in single method.

e EC5000i: This scanner will prompt you to scan both sides of a check
and can scan only in single method.

e Panini MyVision X: This scanner will automatically scan both sides
of a check and can scans only in batch method (one or more checks at
atime).

®Application Tip

Additional buttons under Scan Controls that help you perform other tasks:
e Click Cancel to cancel the transaction. No data will be saved.
o Click Receipts to access a receipt for review or printing. This only
available once the initial check is scanned.
e Click Clear Form to clear the data entered.
e Click Save to save the transaction.

®Application Tip

Recapture an image of a check if it inserted upside down; appears
skewed; or the image is illegible. Click Cancel and reinsert the check in
the scanner. Then click Start Scan and re-enter the necessary data.

Under Scanned Check Image, optional

Click < to view the front of the check

Click > to view the back of the check

Click - to reduce the image of the check

Click + to increase the image of the check

Click Left Rotate to turn the image to the left
Click Right Rotate to turn the image to the right
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Under Agency Form Data, enter the check data in the field(s) provided
o Enter the Amount , required

®Application Tip

The Agency Form Data form is customizable and can include fields
beyond the Amount field (e.g. Social Security Number). If your agency

has additional fields, they display under the Amount field. Your Agency
may deem the field(s) either mandatory or optional for you to complete

an entry. If your Agency requires additional fields, contact your Deployment
Specialist at 703-377-5586 or fms.otcdeploymnet@citi.com.

®Application Tip

If you use an EC7000i to scan checks in Batch method, a READY FOR
BATCH SCAN Waiting for check dialog box appears. Insert the checks one at a

time. The dialog box shows the item count after each scan. When you finish
scanning, click Stop.

©Application Tip

If you use a Panini MyVision X to scan checks in Batch method, a READY
FOR BATCH SCAN Waiting for check dialog box appears. Insert the checks in
the hopper. The dialog box shows the item count after each scan. When the
hopper is empty or when you finish scanning, click Stop.

4. Click Save to save the image of the check and the data you entered. A message

appears stating the transaction was successfully saved along with the Individual Record
Number (IRN) and check amount

®Application Tip

Additional buttons on the page that help you perform other tasks:
e Click Cancel to return to the OTCnet Home Page. No data will be saved.
o Click Previous to return to the previous page.
e Click Return Home to Return to the OTCnet Home Page.
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Topic 3. Manage Poor Check Image Quality

There are instances when the image of a scanned check is not captured successfully. OTCnet
Image quality tests are performed on each check, as soon as the check is captured and the
image is available. If a check passes the image quality tests, the item processing continues. If
the check fails the image quality tests, an Image Quality Failed message is displayed.

It is vitally important that the check be fully visible and legible. The image that is on the screen is
the image that is submitted to the payor bank for collection. It is also stored in the archives for
future retrieval purposes once the check is returned to the customer or destroyed. If we are
unable to collect on the Agency’s behalf with the image that has been submitted, the debit
reverts back to the Agency and collection becomes the Agency’s responsibility.

If a Image Quality Failed message is displayed during the check scanning process and the
check image is skewed, illegible, or upside down, an operator may consider the following
options:

= Rescan the check (recommended to perform as many times as necessary)

= Cancel the check and opt to use the Deposit Processing functionality within OTCnet to
deposit the check

= Accept the check (requires a Check Capture Supervisor to Log in to OTCnet to
authorize)

A Check Capture Supervisor can choose to override a poor image in hopes that it will process
anyway. The following examples are of a poor image scan (see Figure 12 below), and an image
of good quality (see Figure 13 below). Agencies should be aware that overriding a poor image
may result in a returned item, depending upon the paying financial institution.

Figure 12. Poor Image Quality

— — —
Blocked for
privacy 140189

i I I.rl e -
blozked for prvacy

w ppoblocked for pracy

Version 1.0/October 2010 Check Capture and Check Processing 20



OTCnet Participant User Guide — Capturing and Managing Checks Online Financial Management Service

Figure 13. Good Image Quality
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Managing a Check with Poor Image Quality

1. From the Check Scan — Perform Check Scan page, the Image Quality Failed message
appears. The following message appears to the right of the screen:

Metric ‘Image Too Light’ Threshold: “Black pixel percentage’ and
Reason: ‘Value is less than Limit’

A user has the option to click on one of the following (see Figure 14 below):

= Rescan to rescan the check

Or
= Cancel